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prepares the meeting agendas. maintains the work plan and milestones: and
provides leadership and direction to the Committee.

| he members should have experience in organizing small business events. or
havc general event planning knowledge, computer skills. and commodites
procurement knowledge.

The following list identifics potential Commitiee members that should be
considcred. however. there may he others who may be invited that are unique
(o the District:

Steering Commitice Members and Roles

e Chair Ensures projcct delivery and develops and monitors work plan.

« Deputy District Director of Administration represents the District
Dircctor and ensures District divisions are supportive and provide on-
the-spot buyers.

» District Resource Manager — ensures the purchasing authority.

¢ Division of Procurement and Contracts (DPAC) provides contract
guidance with respect to commodity procurements, CAL-Card. and
service contracts.

« District Public Information Ollice - provides guidance on the mcdia
outreach and prepares talking points for District Director’s welcoming
remarks.

¢ Local Small Busincss Development Center {SBDC) — provides
outrcach to small business communitics. assists small businesses
obtain Department of General Services (IDGS) small business
certification prior to the event. hosts an exhibit space witb
informational material. and assist as needed. (Refer to the SBDC
wcbsite a )

» DGS, Oftice ot Small ana Lisablca Veteran Business Enterprisc
Office — provides an outreach representative to distribute cvent
information to small businesses and hosts an cxhibit space with
informational material.

« District Maintcnance and other large Divisions — provides buycrs with
CAL-Cards and service contract authority.

* Local government partncrs — provides a forum for local governments
to make procurcmcents and meet small business owners.

¢ Local Statc governments, such as the California Highway Patrol,
Department of Motor Vehicles and local State prison - provides a
forum for State government to make procurements and meet small
husiness owners.

» Local utility company (PG&E. AT&T) Diversity Supplier Councils —
provides a forum [or the utility comipanies (o make procurements and
meet small busincss owners.

“Caltrans Improves Mobiliny Across California™ 4


http://buildcalifomia.orgl

First Committee meeting: Schedide an initial Y0-minute Commitiee meeting
wun tvited members. Prepare an agenda with topics for discussion, Subsequent
meetings may be held weekly via teleconference as a cost saving straregy. During the
month preceding the Procurement Fair. it may be necessary to convene weekly
Commitice meetings to ensure all tavks are on schedule for completion,

Each Commitice member should be delegated 1asks with a practical and
achievable timeline in the form of a Task Timcline. See Attachment B. Note
that committce members may complcte tasks at different times and their
completion of these tasks may not neccssarily follow the sequence of the steps
as prescribed in the Guide. All tasks should be monitored for timeliness and
satisfactory completion.

D. Communication Strategy/Plan

The Communication Plan is an essential element in obtaining vendor and
huyer support to the event. The Communication Plan is a document created
by the DSBL that logically identifies:

¢ Event flyer — besides the common information of date and location.
identily the cvent is free.

¢ District personnel that necd to know ol the cvent. i.e., District
Director. Deputy District Director of Administration. Public
Information Officer. Facility and Safety Officer.

» lleadquarter personnel that need to know, i.c.. Director, DPAC.
Accounting Division. Public Information Officer.

s Civil Rights. Business Enterprise Unit (BEU) — contact staff at

(9216) 324-0784. rcparding the planncd Procurement Fair. Staff will
update the Civil Rights online events calendar, in-office planning
calendars. and the Small Business Council calendars. The BEU is also
the liaison to DGS Communication and QOutreach staif (916) 375-4339
and will work 1o secure the Procurement Fair date on the DGS Events
calendar, and will cnsure the event date does not conflict with
scheduled Procurcment Fairs in other districts.

* Media - radio and newspapers to advenise the cvent under a Public
Service Announcement.

* Business, Transportation and | lousing Agency — prepare the Week
Ahcad notice of the District event at minimum two weeks prior to the
cvent.

« | ocal Assembly and Scnate members.

» Statc and Local government panners — to recruit an event partner
and/or to distribute event information 1o small businesses on their weh
page and/or o create a link directly to the online registration.

» E-Blast Procuremem Fair information to known smail businesscs.
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Crcate a small business mailing list that consists of:

s Business card information - collected during outreach events.

¢  Small business organizations. local branches of federal and state
agencies. small business development centers. and small business
publications,

» Small business public information Website addresses. The websites
will assist you in advertising the Procurement Fair.

C'reate the sign-in sheet using Excel. [t wifl affov you to sort uccording to
vour needs und create more detaited reporis. if needed.

When using the Small Business Mailing list, request that small business organizations
Jorward a notice of the Procurement Fair to their members and ask thar they post the
notice on their respective websites.

Keep the notices electronic 1o minimize postage expense.
E. Reserve the Procurement Fair Datc and Time

When determining an appropriate date and time for the Procurement [Fair.
consider such factors as:

‘I'he facility availability.
¢ Verify potential cveni conflicts by checking the BEEU Outreach
Calendar which can be accessed ai

+ Beginning and cnd of fiscal year-end arc chalienging. (i.e. Siale
budget delay).

» District Director's availability to minimize hosting a Procurement Fair
that conflicts with other major events.

+ Determine the best times within the fiscal year for CAL-Card holders
to make procurements. being mindlul that CAL-Card procurements
cease mid-junc.

o July. August and Scptember are months in which the State budget
authority may be delayed and. if delayed. will prevent any
procurement transactions until it is passed.

The best duys of the week are: Tuesday, Wednesday or Thursdays. The best

months are October through mid-May. The best time 1o begin und end the event iy
9:00 AM 1o about 2:00 PM. with registration beginning at 8:30 AM,
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The Caltrans logo is a trademark and musi be used on all Procurcment Fair
flyers. Consider the targetl audicnce when designing both flyers for
c-distribution. Keep the message 10 onc page so that it can be easily printed
and distributed. It is recommended that use of color photos and graphics be
kept to a minimum as these are large docwments and may be very slow to
open when sent via e-mail.

TFor additional information concerning the Cakhtrans logo and its proper usage.
refer to Deputy Directive 33-R1 Caltrans Logo (Serviee Mark) and the
Caltrans Web Guide. 1f using logos {rom partncring agencies. receive
approval from the parinering agency and verily the logo is "official.”

Pictures can be placed on the district web page where large files are less

cumoersome and more easily opened. If u file is very large, ask the webmuaster for
assistance in compressing or zipping the file so recipients can access it easily.

In un effort to be “user friendly . the E-flyer should contain the most important
informarion first. for example. date. time and location of the Procurement Faiy and it
should be e-blasted at least six weeks in advance of the event. but only ufler the
registration links and web pages are available.

I5.

Online Registration

Comaci the district webmaster to assist in creating an online registration link
10 advertise the event that allows attendees to register in advance. See
Aulachment I, The link supphies the Committce with an attendancc estimate
and allows the Commitice to generate a registration database. sign-in shects.
and name tags for thc cvent. Completion of this task in advance will expedite
the registration process. The registration link should be accessible to the
public prior to the distribution of the cvent flyer.,

In addition to vendor registration. two forms must be completed and
submitted, by the small business. prior to the Procurement Fair:

¢ Payee Data Record, STD 204; and
e Drug-free Workplace Cenification, ADM 3026

Per Government Code § 8355, vendors supplying commaodities. equipment
and services to the state are required Lo submit the STD 204 and ADM 3026
forms. Sce Attachments I

The webmaster can create e-forms that small business owners can download

and complete. The forms onling arc located on the Intranet in the “CEFs™ link
and samples can be accesscd at the following link
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1. Correspondence
(' AL-Card Holder Participation Memo

The success of any Procurement Iair is contingent upon CAl.-Card holder
participation and the amount of commodities and services procured at the
event. To ensure buy-in and 1o maximize card holder participation. prepare a
memo for the District Director’s signature to be sent 1o the District Division
Chiefs and Diviston card holders. Provide them benefits of the Procurement
Fair, the support of the Dcpartment Director and Districr Director and include
an invitation to the instructional mecting. The memo should provide the
preliminary event information and explain the role and responsibilities of each
buyer. See Attachment (.

Include instruction on completion for the card holder survey. The survey
requests the card holder’s name. phone number, Division. a list of items 10 be
procured and their intent to parlicipate in the Procurcment Fair. Sce
Attachment H. Request that the card holders return the survey during the
CAL-Card instructional meeting.

The memo should encourage delaying procurements to the extent possible for
the day of the Procurement Fair. This will allow more business to
participating vendors.

The information gathered on the survey will be pluced on the flyer to anmounce
the commodities Caltrans is interested in buying at the Procurement Fair.

Additionally. the survey responses will determine if the District has adequate
representation of the Divisions and commodities to procure. The commodities and
service requests for each Division will he identified on signs above each Division's
tuble.

J. Buyer and Vendor Primary Roles and Responsibilitics

Commodity procurcments are made with the VISA CAL-Card. As such. a
meeting for card holders and volunteers should be scheduled at least two
weeks prior o the Procurement Fair. This meeting will respond 1o any
unanswered quecstions about the CAL-Card purchasing process. and provide
detailed written instructions along with copies of the {loor plan, restroom

Remind card holders that all single procurements are limited to $4,999.99 and
all multi-procurements have a $15.000 per day limit. but not with the same
firm. The following are examples of prohibited Splitting of Orders that has
been taken from the CAlL-Card Ilandbook. Chapter 1. Page 3:
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1. Making one or more procurements that in total will circumvent the

single procurement limit.

Using two types of procurements {i.c.. Purchasc order and CAL-Card)

which in total will circumvent the single procurement fimit.

3. Multiple card holders in the same unit acquiring the same goods or
services needed by the program from one or more vendors.

4. Acquiring like services for different locations.

5. Card holder making procurements of the same type of item from
different vendors.

6. Card holders in scparate units procuring various aspects of a remodel
project.

[

The following link to the CAL-Card Resource Center provides card holder

instruciions. For udditional
Cal-Card information and assistance, catl {(Y10) 22 /7-0000 or (¥10) 227-60635.

K.

Data Tracking and Collection

Create a databasc or spreadsheet to track and document the Procurement Fair
activitics. 'The district webmaster can assist in setting up the databasc. While
cach district may choose to track information differently. therc is certain data
that must be collected for reporting purposcs. Required data for the Closeout
Report is as follows:

1. Name of vendor.

2. Type of business,

3. Certification status. i.¢.. SBE. DVBE. DBE.

4. List of divisions participating and items sought 10 procure by
commoditics and service contracts.

5. Dollar amounts expended by commodities and service contracts.

6. Summary of total procurement and the percentage ol goal
achievement.

Photographer

Record the cvent in digital pictures. Contact district photography staff o
assist on the day of the event. Provide the photographer with the cvent agenda
and a clear description of the types ol photos to be taken. such as. the District
Dircctor addressing the audicnce or networking with small busincsses buyers.

Photographs can be used in publications such as the Caftrans News, to record
Caltrans activitics and showcase the district’s successful small business event.
Photos can also be used on subsequent Procurement Fair - E-[1yers and posted
1o the district website.
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M. l'ote Bags

Provide all attendees with a totc bag. At a minimum. the 1ote bags should
contain the following:

s Apenda.

» Stall business cards.

+ FEvacuation map.

» Floor plan map with buyers” stations.

* Description of items Lo be procured ai ¢ach station.
¢ Ink pen.

« Bid sheets.

¢ Current DSBI. external contact list.

+ Anything else deemcd uscful to the attendees.

Seek out a parinering agency, Small Business Council member or local
retanier, such as Office Max. 1o donate tote bags. Add Caltrans promotional items.
district-specific information 1o the tote bag that divects the receiver 1o helpful
information in doing business with the Caltrans. such us a schedule of Mandatory
Pre-Bid Meetings, District Small Business Council meetings and Look Ahead reports.
Include the program agenda and local agency partmier information material. as well.

N, Refreshments

Caltrans does not have authority to purchase and furnish refreshmenis at
public events. Howaever. there may he caterers who would be willing to
provide this service at no cost to event attendees in exchange for marketing
signagc. Ask facility stafl and local partners for a list of certified small
business caterers in the arca that could be approached 1o provide refreshments
the day of the event. Final selection of a caterer should include consideration
of small business certification.

If the caterer is not a certified small business. strongly encourage the vendor
to contact DGS for certification information and offer them assistance with
becoming certified.

0. Signs

As a cost-savings measure, conlact district maintenance and district graphic
services 1o make arrangemcnts to use any available equipment, sign holders or
stanchions.

If new signs must be made, allow sulficient lead time for signs to be printed.

Dctermine it graphic serviees arc available to create professional-looking
signs and documents.
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Specify the Division name on the sign. such as “Accounling” or
“Maintenance™. List the items the Division is secking to procure on an
8-1/27 x 117 sheel. As the dav progresses. you may adjustments to the list by
adding or deleting items on the list.

Blank sigrtboard with the
Calirany’s logo. station
number. program name
and list of items to be
purchased laped onto
sien,

As a cost-savings considerarion, obtain blank signs for the holders so that these
can pe re-used in the future. Affix lists or numbers on the signs with removable tape
or Velcro to coordinate with the floor plan map of designated stations. For
additional cost savings, contact other districis that have held Procuremeni Fairs and
ask 1o borrow their signs and/or stanchions, The cost of inter-Calirans s hipping may
be significantly less than the purchase and/or creation of new signy and stanchions.

P. Facility Set-Up
Select one of the two table arrangements for buyer stations:

Buyer at Tables: In this arrangement, the buyers are seated at tables and
vendors circulate around the room and place bids at appropriate stations.
[ach 1able station will have a sign with the district division represented
and a list of itcms expected (o be procured.,

Vendor at Tables: In this arrangement. vendors are seated at tables and
buyers circulatc around the room solictling bids. Lach vendor station will
have a sign listing the items their business oflers.

Buyer at Tables has proven o be the mosit effective arrangement because it
maxunizes the opportunity for vendors to “meet and greet " each buyer. The small
business then develops a relationship with the buyver for future procurements.

In setting up the room. first identify the placement of the registration and the caterer,
then set-up the remaining fables.

If you have reserved a fucility that requires use of multiple rooms. confine all

procurement activity to one main area. Neither the buyver nor the vendor should feel
isolated.
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transactions that were conducted the day of the Procurement Lair as well as
those transactions that were the result of buyer and vendor participation after
the Procurement Fair.

Closeout Reports

Prepare and submit the standardized closcout report and include a copy of the
tally sheets and the overall total of the goods and services procured by card
holders. See Attachment O. In instances where a Division’s procurcment is
tentative and requires further approval. encourage the buyer to complete the
transaction within the 30-day timeframe and Lo notify you of the complcted
transaction at the carliest datc possible.

Also include a summary of the survey responscs from buyers and vendors.
Include with the closeout report, your recommendation for a future
Procurement Fair.

Thank You Notes

[mail a thank you note 1o all buyers, vendors and partners for their
participation and assistance in making the Procurement Fair a success.

Procurement Fair Web Page

Remove the Procurement Fair web page. registration and related links within
10 days of the Procurement Fair.
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